May 31, 2002

Chapter 3
Initiating a Pre-Complaint

Chapter Overview

Introduction This chapter explains the process of initiating a complaint in the pre-
complaint stage.
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Initiating a Pre-Complaint

Accessing the Complaints Window

May 31, 2002

Step

Action

Find Complaints
Diockst Humber
Camplainan Neme
Complainant 35/
Stage

1 Onthe Navigation Ligt, click Complaints Tracking — EEO
Complaints Tracking — <Open>. The Find Complaints
Window displaysto alow querying an existing complaint or enter
anew complaint. (If you want to query a complaint, enter one or
more of the items in the datafields and click <Find>.

f Note: If you input datain the Stage datafield, it displays all the

records in that stage, e.g., if you input Pre-Complaint, it displays
all the Pre-Complaint records; and if you input Formal Complaint
it displays all the Formal Complaint records.

M[=1 3

[T Class

™ Mix

ad

I Remand To locate an Inactive
[T Congolidated % Actiwe < Complaint, degeCt

—>

Qear | mow |[ Ema | Active Check Box.
2 On the Find Complaints Window, click <New> and the
Complaints Window displays with the Complainant Alternate
Region data fields.
ik COMPLAINTS M= E3
Docket |l Cormplainant Mame
Stage | Social Security Mumber
Complainant |
Employment Status | Handicap Cade |
Appointment Type [ Race/National Origin |
Agency/Subelement | work Schedule |
Ory Structure 1D |
Personnel Office D |
Fasition Title |
Occupational Series |
Py Plan- Grade |
Complaint People | Claims ADR Corrective Actions Appeals
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Initiating a Pre-Complaint, continued

Completing the Complaints Window

Step Action
1 There are three areas on the Complaints Window.

Section Description
Header * Docket
» Stage
» Complainant Name
» Social Security Number

Region There arethreeregionsin apre-
complaint :

* Pre-Complaint (Captures basic
information, e.g., date the
alleged discrimination incident
occurred.)

* Pre-Complaint Counsel
(Complainants can choose
traditional counseling or the
Alternative Dispute Resolution
(ADR) Process.)

* Pre-Complaint Closure
(Settlement results can be
captured, aswell as
complainant’s claims, the basis
for the claims, and related

incidents.)

Taskflow Buttons » Complainant People

 Clams

 ADR

» Corrective Actions

* Appeas

* Agency Appeals

* Person

Continued on next page
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Initiating a Pre-Complaint, continued

Header | nfor mation

Step Action
1 On the Complaints Window, enter the header information.
Data Field Action
Docket Type in ayour component unique
number.

Complainant Name | Usethe LOV or type in the name of the
person who initiated the complaint.

Social Security The Social Security Number auto
Number populate when a name is selected.
Stage Usethe LOV to select Pre-Complaint.
Complainant Alternate
Region
Step Action

1 On the Complaints Window, the Complainant Alternate Region
populates when you select a Complainant Name in the header
fromthe LOV:

B COMPLAINT S M=

Docket [Dees Compleinant Name [Myers. Mr. Doug
Staga [Pre Complaint Social Sacurity Number [444-00-0000

Employment Status | Handicap Coda |

Appointment Tyoe | Fiace/Natianal Ongin |
AgencyiSubalament |DOD Civilian Parsonnel Ma Wotk Schedule l

Org Structure 1D |‘|

Paerzonnel Ofice ID [Education Activity (4199)

Position Tile I[!ital:lm of Education

Qccupstional Series |113‘11

Pay Plan - Grads [ES-00
4 [

2 In the Complainant Alternate Region, use the drop down menu to
scroll down to the next alternate region an select, i.e., the Pre-
Complaint Alternate Region.

Continued on next page
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Initiating a Pre-Complaint, continued

Pre-Complaint Alternate
Region

Step Action

1 The Complaints Window displays with the Pre-Complaint
Alternate Region data fields.

= COMPLAINTS S [=1 o

Docket (EEER Complainent Hame [Myers. Mr Doug
Stage JPra Complaint Sacial Secutity Number |444-00-0000
& | Pre-Complain

Infarmation Inguiry Pre-Camplaint Descripton

Pre-Comploint Intiatad
Alleged Incident
Rights/Resp Letter lssusad
Rights/Fesp Letter Recvd

Pre-Complaint Elsciion

Alleged Discrim Org
ADR Offared
Class Agent

Complaint People | Claims | ADR Corractive Actions Abeals

Agency Appeals | Person |

2 Enter the Dates in the Pre-Complaint datafields by tying themin
or usethe LOV to select the correct date. Type adescription in the
Pre Complaint Description data field (up to 2,000 characters).

3 Save your work.

4 Click the <Claims> Taskflow Button and complete the Claims
Window to enter details on Claims, Bases, and | ncidents.

Continued on next page
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Initiating a Pre-Complaint, continued

Claims Taskflow
Button Window

Step Action
1 The Claims Window displays.
S Claims Deed Armstrong. Mr Jac) S5 EH8- HEE — .-
| Distmiss AG
Claim (Claim Datea Fhase | Claim Source AG Ear) Appaal
= ] r
| | r
o
|l r
ol r
Finclings
Stertute AG Ad
2 The Claims Window can contain multiple occurrences in the

Claim, Bases, and Incidents areas. Usethe LOV and enter dates
for the Column information.

Data Fields Description/Action
Claim Click the LOV and the Description.
Highlight the Claim and click <OK>.
lcaim |
Find Ik
[lasci
21 Azmgremant of Dutes
[ 1) Aumaidz

i Carnvesmce by Full Time

il Dizcipnany Achion [0 amoton]

0 Dizciplnany Action [F I

kil Disciphnany Aclion [Suspention]

E1l Disciphniany dction [Hamowal]

50 Dizcipbran: Action [Other)

100 Dty Hiry

110 Ewvalustion / Appraisal

120 Examiation / Tesl

130 Harasament [Horn S esual]

140 Harassment (S exual)

150 el el E scaimin sticn

160 Pay Inchding Oveslime

170 Fromation / Hon Selechon

180 Aearsigrment [Denied)

130 Reassigrment {Diecled]

200 Reasonabile Accommodation

210 Flenstatament

220 Fletremant

230 Teminalizn

240 Tams / Conditiors: of Employment

250 Time and Atterdance

260 Teairirg

270 Otk
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Initiating a Pre-Complaint, continued

Claims Taskflow Button Window (continued)

Step Action
Data Fields Description/Action
Claim Date Type in the correct date or use the LOV
and click <OK >,
Phase Use the LOV to select the Phase and click
<OK>.
Phaze |
Find [T
20 Formal Coemplaint
0 Biath Pre Compéant and Forma! Complant
Mixed Check the box, if mixed.

Claims Source | Place your cursor in the Claims Source
Column. Click the LOV and
“Complainant” automatically populates.
Accept/Dismiss | f known, use the LOV make a selection:

AG Agency Acceplance

Accept/Dismiss Use the LOV or type in the information.

AJ
AG Appeal Select Yesor No fromthe LOV or type in.

3 * If thereis more than one Claim, put the cursor in the space
below the first Claim and complete the information in the
columns.

l__!_n

« Ifall linesarefull, click the green plusicon 1 onthe

Toolbar to add another blank line.

Continued on next page
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Initiating a Pre-Complaint, continued

Bases Alternate
Region

Step Action

1 On the Claims Window, complete the data fields in the Bases
Alternate Region.

Data Fields Description/Action

Basis Usethe LOV to select the Basis of the action
and click <OK >.

Continued on next page
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Initiating a Pre-Complaint, continued

Bases Alter nate Region (continued)

Step Action

Data Fields Description/Action (cont)

(cont)
Value Use the LOV or type in the information.
Statute Usethe LOV to enter the Statue and click
<OK>,
Findd |z
E ; ?-;-I-.' -:‘II h:.l Cirel Rights Act
1 Age [rmcemination m Emplopment Act

Ell Fahabiilation dct

40 Equal Pay dct

] Oties

Findings— AG | Usethe LOV or type in the information.
Findings- AJ |UsetheLOV or type in the information.

2 If there is more than one Basis, complete the appropriate date fields
as appropriate.

Continued on next page
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Initiating a Pre-Complaint, continued

Incidents Alter nate
Region

Step Action

1 In the Bases Alternate Region, scroll down to Incidents.

Incidents

2 Input adate, or usethe LOV and select a date, in the Incident Date

datafield.
— |
Incident Amended Acknowledged I
Date Diescription Date ata |

r-_lm-mn—enuz

£

3 Enter adescription of the Incident in the Description data fields.
4 Enter dates in the Amended and Acknowledged Date datafields.

Continued on next page
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Initiating a Pre-Complaint, continued

Alter native Dispute
Resolution (ADR)
Taskflow Button

Step Action
1 If the complainant chooses Alternate Dispute Resolution Taskflow
Button (<KADR>), the ADR Window displays.

== ADR: Deed Ammstrong, Mr. Jack B 999-88-8888

— Allemative Dispute Resolution (ADR)

Stage Lilized |

Date Startad
Dt Encled

Rasourca |

Technigue |

Cutcome I

2 Complete the datafields.

Data Fields Description/Action

Stage Utilized Usethe LOV to select the stage and
click <OK>,

Date Started Type in the date or usethe LOV.

Date Ended Type in the date or usethe LOV.

Resource Usethe LOV to select the
Resource and click <OK>.

Technique Usethe LOV to select the
Technique and click <OK>.

Outcome Use the LOV to select the Outcome
and click <OK>.

3 Save your work.

Continued on next page
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Initiating a Pre-Complaint, continued

Pre-Complaint Counsel
Alter nate Region

Step

Action

Dockst m Complainant Nams Myers, Mr. Doug
Stage |P!e Complaint Socinl Securty Mumber |444-00-0000

When you scroll to the Pre-Complaints Counsel Alternate
Region, the Complaints Window displays with the Pre-
Complaint Counsel Alternate datafields.

B COMPLAINTS =] 3 §

Counsalor Assigned

Initial Caunselar Inteniew

Caunseling Extension Letter

Anomymity Reguested
Tradiional Counsel Dutcome

I

Enter the Datesin the Pre-Complaint Counsal Alternate Region
date fields.

In the Anonymity Requested data field, use the LOV to select
“Yes’ or “No”.

In the Traditional Counsal Outcome data field, select from the
LOV.

Save and Exit.

Continued on next page
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Initiating a Pre-Complaint, continued

Pre-Complaint Closure Alter nate
Region

Step Action

1 When you know the closure results of the Pre-Complaint, access
the Complaints Window to scroll to the Pre-Complaint Closure
Alterante Region data fields.

&E COMPLAINTS

Docket [BEER Camplminant Name (Myers, Mr. Doug
Stage |Pm Complaint Social Szcurity Mumber [444-00-0000

Pre-Camplaint Closure

Dates

Final Intansisw

RTF Recened by Compl-Rep
Pre-Complaint Closed
Counselor's Report Submitied

Fre-Complaint Closure |

2 Enter the Dates in the Pre-Complaint Closure Alternate Region
Data Fields.
3 Enter adescription in the Pre-complaint Closure Data Field.

4 In the Pre-Complainant Closure Alternate Region, scroll down to
the next region, e.g., the Offices Alternate Region.

Continued on next page

CATS Initiating a Pre-Complaint Mod 14, Chap 3, page 13



May 31, 2002

Initiating a Pre-Complaint, continued

Offices Alternate
Region

Step Action

1 Use the drop-down menu in the alternate region of the
Complaints Window to display the Offices data fields.

T opx

Dacket |REE] Complainant Mame Myers. Mr. Doug
Stage [Pre Complaint Sacial Sacutity Number [444-00-0000

Senviced
HR Office |

EEQ Office |

[ Senvicing

Organizefion I

2 Type the required data in the Offices Alternate Region datafields
or the LOV and select the correct information.

3 Save your work and Exit the screens.
4 Exit the application if you have completed all your work.
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